Using E-forms



Complete instructions for downloading E-form and the software to use them is available at the following web site
http://www.o0a.mo.gov/gs/form/fm_guide.htm
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Step 1
Click image of folder. Starting with Step 1, click the icons in order to prepare your machine for eforms

A& Download window, click "Run”.

A Securty Window, click "Run”,

At Distributed Eform Init Window, click "Ves".

At elcome Window, click “Finish™.

Screen background will tum green. St ep 1
Click "Next”, files will download. 5w

Click “Finish™to comlete downlead. (D -I?-
L
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Step 2

Click image of magnifing glass.
Find form by title or agency .

Click formn title.

& Download windaw, click "Run”.
At Security Window, click “Fun”.
Click "Mext” at first three windows .
Click "Finish™ at final two windows .
Click “Start Button/Programss/OneForm..." to find
eform.

Click form title to open form.

Step 3

If yau have hever registered:
Click image of register button.
Input and submit information

Problems?

Click image of toolbo.

Find problam listed.

Perform listed fix.

If problem persists, contact

(G73) 761-2232 for technical support.

v wHTRAE |

& 0 Internet
4
iy Start Inbe

€




After downloading the E-form for POS invoice to your computer you will find it on your computer by clicking on the Start
button, then hovering over Programs, then hover over One Form (32Bit) Mental Health, then click on Purchgse of 3ervice
Invoice.
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POS Invoice form will be a fill in the blank electronic form. Complete the data print the form, and fax it to DMH.
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| cartify that the services hawe been rendered and that | hawe not received payment . If paywnent is received from some other PAGE TOTAL

source, the Deparment of Mental Health will b2 reimbursed up tothe amount inoiced.

GRAMD TOTAL




